JOB SEARCH:  Letters of Recommendation – 

Request Letter
I. HOW MANY:
· 3 letters of recommendation are typically sufficient

· If more are asked for, get more.
II. WHOM to ASK:
· Ask for a recommendation letter from

· people who know you and your abilities

· people whose positions, educations, or experiences are related to this job or honor 

· current or former professors, teachers, instructors
· former employers, coaches, community or corporate leaders

· influential friends

· people who have known you a long time

· relatives are not a good choice

· Do not assume that because you have asked, these individuals will agree to write the letter.
· Ask politely for a response to your request 

· AND allow a reasonable time (at least a week) for a reply.

· If the answer is yes, write a brief “thank you” note.

· If the answer is no, contact the next person on your list.

III. HOW MUCH TIME:
· Be sure to give your writers enough time to write the recommendation letters

· 3-4 weeks, if possible

· So plan ahead and do not impose on your writers

· A lack of planning on your part does not constitute an emergency on their part!!

IV. FORMAT of YOUR REQUEST LETTER:
· Your Contact Information (single-spaced) – 

· address, phone, email 

· date of letter on the same line as your name

· on the far right of the page

· Her/his Contact Information (single-spaced) –
· address, phone, email
· Greeting/Salutation –
· this is a BUSINESS LETTER

· Dear + Title (Mr., Ms., Fr.) + Last Name + colon

· 2 spaces after her/his contact information

· Closing Remarks –

· Sincerely, Respectively, Yours truly

· Signature –

· don't forget to SIGN it!!
· sign your name as legibly as possible

· below your signature type your name


V. WHAT to INCLUDE in YOUR REQUEST LETTER:
· BACKGROUND on YOU –

· Your current contact information
· school & home addresses

· telephone and/or cell phone number

· email address
· Your current status

· semester, year, planned or actual date of graduation, current job

· Your goals and objectives
· Your relationship/history with each individual written to
· list all classes you have taken from this professor

· specify course numbers, titles, semesters, years

· descriptions of projects you developed, how they might relate to your current application

· final grade earned

· list other kinds of work you may have done with this professor

· thesis, portfolio, internship, independent study

· Your resume or curriculum vitae

· perhaps  a copy of your transcripts

· Your list of ALL the places to which you are planning to apply

· so they can draft additional letters now, rather than later

· BACKGROUND on the POSITION or HONOR –

· Write a brief description of the position or honor –

· specifications such as needed knowledge, skills, experience

· If known, supply the name, title, and position of the person to whom the recommendation letter will be sent.

· Provide a copy of any relevant literature –

· the job posting or job description

· the Web site

· the pamphlet

· the announcement

· a copy of the application

· so the writer can draft an appropriate letter for that position or honor

· and provide correct, relevant details

· Provide all mailing materials –

· a filled-out form

· a pre-addressed, stamped envelope

· any other necessary materials

· Do not impose any further than necessary upon the letter-writer!

· (with electronic applications, this point is less relevant)

· SUGGESTIONS –

· Put words into their mouths.

· Suggest what they may write to help you achieve those aforementioned goals.

· Remind them of any specific details that might be helpful or relevant in this particular case.

· Letters of recommendation are “sales letters” or “advertisements” selling you –

· help sell yourself by writing your own ad


V. WHAT not to INCLUDE in YOUR REQUEST LETTER:
· Do not include information to which the professors (e.g.)are not privy –

· other activities and accomplishments from your resume

· activities that pre- or post-date your involvement with the writers or the school or the business

· Do not include any information irrelevant to the job position or honor.

VI. FOLLOW-UP:
· Once you receive your recommendation letter (a copy or the original), send a thank-you note to the writer.

· Do not allow much time to transpire –

· proper etiquette dictates within 1-2 weeks of your receipt

· Thank the person for her or his time, kind words, and assistance.

· If you find out in time, inform each letter writer of your success and their support in it.

John Schmigliessa									July 25, 2009


123 Main St.


Wilkes-Barre, PA 18701


(570) 823-4567


jschmigliessa@aol.com





Dr. Jane Pfafunick,


Professor of History


Wilkes-Barre College


999 Colonial Ave.


Wilkes-Barre, PA 18702


(570) 822-2222


� HYPERLINK "mailto:jpfafufnick@wb.edu" ��jpfafufnick@wb.edu�








Dear Dr. Pfafunick:


	Letter…..


…………………………………………………………………………………………………….


….Thank you for your time and consideration.








Sincerely,


John Schmigliessa


John Schmigliessa








KEY PHRASES:


“should you agree”


“at your earliest convenience”


“thank you for your time and consideration”








